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   Request for Notice (BATCH) 
 
 

Step 1            Click Bankruptcy on the Main Menu Bar. 
 

Step 2  Select Creditor Filings 
 
 
 
 
 
 
 
 
 

Step 3       Enter the case numbers in yy-nnnnn format and click Next.  
 

 
  

Step 4  Select the Request for Notice(s) (creditor event only) (batch) event.  Click 
Next. 
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Step 5  Browse and attach your Request for Notice and click Next. 

 

 
 
 

Step 6 Enter the name of the Party filing the Notice of Request in the appropriate 
fields. Click Search. 
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Step 7 Select the appropriate party from the results.  Click Select name from list. 
 

 

 

 

 

 

 

 

 

 

 

Note:   If you did not get a search result, click Create New Party. 

Step 8 Enter the Party Information.  (You will not be able to proceed without entering 

the Role)  Click Submit. 
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Step 9 Click End Party Selection 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 10 A message screen will display a reminder to you to add the creditor to the 

case through Creditor Maintenance. (To add creditors, see the Add Creditor 
quick reference guide.) Click Next. 

 

Step 11 Click Next. 
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  Step 12  Final Text.  Proofread this screen carefully and click Next. 

 

Note:   This is your final opportunity to review the docket text and make any 

corrections necessary. Click the browser Back button at the top of the 

screen to return to the needed screen to make corrections or click on 

Bankruptcy and start over. 

Clicking Next commits the transaction to the database and can no 

longer be modified by you.  

Step 13 The NOTICE OF ELECTRONIC FILING screen displays. This Notice of 

Electronic Filing screen verifies the filing has been sent electronically to 

the court’s database.  

 

 


